
 
 

March 7, 2003 

INSPECTOR GENERAL INSTRUCTION 5025.3 
 
SUBJECT:  DoD Policy Coordination 

References: 

 a. DoD Directive 5025.1, “DoD Directives System,” July 27, 2000, with Change 1, 
September 11, 2000 

 b. DoD 5025.1-M, “DoD Directives System Procedures,” March 5, 2003 

 c. IGDM 5025.1, "OIG DoD Publications Policies and Procedures," November 12, 2002 

A. Purpose.  This Instruction establishes policies and procedures, and assigns responsibilities within 
the Office of the Inspector General of the Department of Defense (OIG DoD) concerning DoD policy 
coordination. 

B. Applicability.  This Instruction applies to the offices of the Inspector General; the Assistant 
Inspectors General; the Director, Administration and Information Management; all OIG DoD, assigned 
staffs and offices; and, as appropriate, the Office of the Deputy General Counsel (Inspector General) 
(ODGC, IG).  For purposes of this Instruction, these organizations are referred to collectively as OIG 
components. 

C. Discussion.  This Instruction provides OIG DoD policy for centrally managing the coordination 
and staffing of proposed DoD policy issuances (DoD directives, instructions, etc.).  Frequently these 
documents arrive at the OIG DoD via electronic-mail (e-mail) or by paper correspondence to individuals 
or components that are not the appropriate source for coordinating the official OIG DoD response.  It is 
for this reason that clarification is needed to identify and formalize the procedures for coordinating and 
processing these documents.  All correspondence received (whether by e-mail or paper) in the OIG DoD 
pertaining to proposed/draft DoD issuances/policy must be forwarded to the Policy, Procedures and 
Management Services Branch (PPMSB), Administrative Services Division (ASD), Administration and 
Logistics Services Directorate (ALSD), Office of Administration and Information Management 
(OA&IM).  The Director, OA&IM, has the central management role for coordinating this type of 
correspondence.  The DoD issuances (except policy type memorandums) are coordinated using the 
SD Form 106, "DoD Directives System Coordination Record" (see Figure 2). 

 1. The only exception to the above process is when an OIG DoD staff is working on a Process 
Action Team (PAT), or other similar situation, and is asked to comment unofficially on a working draft of 
a DoD issuance, report, or memorandum before official DoD staffing.  The OIG DoD staff should advise 
their management chain that unofficial comments were made. 
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D. Policy.  In accordance with references a and b, it is mandatory that all DoD issuances be 
coordinated with the General Counsel, DoD; the Inspector General of the Department of Defense; and the 
Director of Administration and Management, DoD.  In compliance with this guidance, the following OIG 
DoD policy is established: 

 1. The PPMSB, ASD, ALSD, OA&IM, shall formally coordinate and staff all official DoD 
requests for coordination and review of proposed/draft DoD issuances, including draft DoD policy 
memoranda, regulations, etc. (see definition of "DoD Issuances" in Appendix A).  This applies regardless 
of how the request is received at the OIG DoD (e.g., correspondence, e-mail, etc.). 

 2. Only the Inspector General or his designee may approve OIG DoD positions on, or comments 
to, proposed DoD issuances. 

 3. OIG Component Heads (AIG's and OIG Component Directors) shall approve all 
coordinations/comments to applicable DoD issuances and ensure requests for coordination of proposed 
DoD issuances and due dates established by the PPMSB, ASD, ALSD, OA&IM, receive meaningful 
consideration. 

 4. All proposed DoD issuances for which the OIG DoD is the proponent/office of primary 
responsibility (OPR) must be staffed internally before formal external DoD staffing commences.  See 
Appendix B, Section 2, for further details. 

E. Definitions.  See Appendix A. 

F. Responsibilities 

 1. The Inspector General or his designee shall be the approving official for all OIG DoD 
positions on, or comments to, proposed DoD issuances. 

 2. The Director, OA&IM, shall have the central management role for ensuring formal 
coordination, staffing, and preparation of all OIG DoD responses pertaining to draft DoD issuances. 

 3. The PPMSB, ASD, ALSD, OA&IM, shall: 

 a. Be the sole liaison and OIG DoD point of contact with the DoD Directives and Records 
Division, Washington Headquarters Services (WHS). 

 b. Receive, coordinate, staff, and prepare the final package for the Inspector General or 
designee approval of the OIG DoD position on draft DoD issuances. 

 c. Ensure compliance with references a and b in matters related to DoD issuances. 

 d. Provide advice on matters related to DoD issuances. 

 4. OIG Component Heads shall: 

 a. Ensure component employees are aware of the policy and procedures in this Instruction. 

 b. Be responsible for immediately forwarding all incoming correspondence or e-mails 
requiring official coordination of proposed DoD issuances to the PPMSB, ASD, ALSD, OA&IM. 
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 c. Review, and if applicable, comment on proposed DoD policy documents within assigned 
timeframes. 

 d. Follow prescribed guidance in references a and b and this Instruction when preparing and 
processing a DoD issuance for which the OIG DoD is the DoD issuance proponent/OPR. 

 e. Approve all coordination responses under their cognizance and inform the PPMSB, ASD, 
ALSD, OA&IM, accordingly. 

 f. Coordinate all DoD issuances for which the OIG DoD is the proponent/OPR with the 
PPMSB, ASD, ALSD, OA&IM, before formal external DoD staffing and before final approval of the 
issuance by the Inspector General or designee.  (See Appendix B, Section 2, for further details.)  

 5. OIG DoD Employees shall: 

 a. Comply with the policy and procedures in this Instruction and with the references listed 
herein. 

 b. Immediately forward all incoming correspondence or e-mails pertaining to an official 
request to review proposed DoD issuances to the PPMSB, ASD, ALSD, OA&IM, for appropriate 
coordination and staffing. 

 c. Upon reviewing draft issuance, forward to the OIG Component Head position on 
recommendation (e.g., concur, concur with comment, or nonconcur) for approval.  See Appendix B for 
the three types of responses to DoD issuances. 

 d. Be advised that it is not necessary to formally staff unofficial comments that are made at 
the PAT level (or other similar situation) to working drafts of DoD proposed documents such as 
issuances, reports, or memoranda before official DoD staffing. 

 6. The Deputy General Counsel (Inspector General) shall provide legal interpretation of DoD 
issuances whenever legal implications arise and review significant proposed OIG DoD comments to 
proposed issuances. 

G. Procedures.  See Appendix B. 

H. Effective Date.  This Instruction is effective immediately. 

FOR THE INSPECTOR GENERAL: 
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APPENDIX A 
DEFINITIONS 

1. DoD Directive.  A broad DoD policy document containing what is required by legislation, the 
President, or the Secretary of Defense to initiate, govern, or regulate actions or conduct by the DoD 
Components within their specific areas of responsibilities.  The DoD Directives establish or 
describe policy, programs, and organizations; define missions; provide authority; and assign 
responsibilities.  One-time tasking and assignments of deadlines are not appropriate in DoD 
Directives.  The DoD directives are approved by the Secretary or Deputy Secretary of Defense. 

2. DoD Directive-type Memoranda.  A memorandum issued by the Secretary or Deputy Secretary of 
Defense or Office of the Secretary of Defense (OSD) Principal Staff Assistants that, because of 
time constraints, cannot be published in the DoD Directives System at the time of signature.  
Reference b requires directive-type memoranda be converted to a DoD issuance within 180 days 
from the date of signature unless the subject is classified, has limited distribution, or has limited or 
temporary relevance.  A copy of the signed memorandum shall be provided to the DoD Directives 
and Records Division, Washington Headquarters Services. 

3. DoD Directives and Records Division, Washington Headquarters Services (WHS).  The DoD 
Directives and Records Division, WHS, is the office within the Department that manages all DoD 
issuance.  The WHS program is referred to as the "DoD Directives System."  The DoD Directives 
System provides for the orderly processing, approval, publication, distribution, internal review, and 
records management of DoD Directives, DoD Instructions, and DoD Publications.  The DoD 
Directives and Records Division, WHS, web site is www.dtic.mil/whs/directives/index.html.  All 
current unclassified DoD issuance can be found at this web site.  The Department no longer 
publishes DoD issuances in hard copy. 

4. DoD Instruction.  A DoD issuance that implements the policy, or prescribes the manner or a 
specific plan or action for carrying out the policy, operating a program or activity, and assigning 
responsibilities. 

5. DoD Issuances.  DoD Directives, DoD Instructions, DoD Publications, DoD Directive-type 
memoranda (e.g., policy memoranda) and their changes. 

6. DoD Issuance Proponent.  The DoD Office of Primary Responsibility (OPR) responsible for 
maintaining a DoD issuance.  This includes developing and preparing the DoD issuance for formal 
coordination within the DoD.  A DoD component becomes the issuance's OPR based on the 
issuance's relevancy to the component's mission.  For example, the OIG DoD is the proponent/OPR 
for DoD issuances that deal with audit and criminal investigative policy and oversight (e.g., DoD 
Directive 7600.2, "Audit Policies"). 

7. DoD Publications.  DoD issuances that implement or supplement DoD Directives and Instructions 
by providing uniform procedures for management or operational systems and disseminating 
administrative information.  DoD Publications include:  Catalogs, Directories, Guides, Handbooks, 
Indexes, Inventories, Lists, Manuals, Modules, Pamphlets, Plans, Regulations, and Standards that 
implement or supplement DoD Directives or DoD Instructions. 

8. OSD Principal Staff Assistants.  The OSD officials holding Presidential appointments, Assistants 
to the Secretary of Defense and OSD Directors or equivalents who report directly to the Secretary 
or Deputy Secretary of Defense. 
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APPENDIX B 
PROCEDURES 

1. Procedures for OIG DoD Responses to DoD Issuances 

 a. When an OIG component, other than the Policy, Procedures, and Management Services 
Branch (PPMSB), ASD, ALSD, OA&IM, receives an official request to review a proposed DoD issuance, 
regardless of its format (correspondence, e-mail) they will immediately forwarded it to the PPMSB for 
proper OIG DoD coordination.  Once the official request for review of DoD issuances is received by the 
PPMSB, the PPMSB shall: 

 (1) Log the DoD issuance into the PPMSB DoD Issuance Data Base for tracking and 
summary purposes. 

 (2) Review the documents to determine if actual coordination is required within the OIG 
DoD, and if so, which OIG components should review the issuance. 

 b. If the issuance requires coordination within the OIG DoD, a tasking memorandum from the 
Chief, ASD, and the DoD issuance will be delivered via the OIG DoD mailroom to the appropriate OIG 
component to initiate the review process.  The tasking memorandum will include specific instructions on 
how to provide a response to the PPMSB, a response due date, and the PPMSB action officer.  If an OIG 
component is a "cc" recipient, a response is not required unless the OIG component believes comments 
are warranted.  If a "cc" component plans to comment, that fact should be made known to the PPMSB 
action officer as soon as possible as sometimes the OIG DoD official response is prepared and completed 
before the actual PPMSB tasking due date.  A sample ASD tasking memorandum is at Figure 1. 

 c. The above coordination procedures are followed for all PPMSB taskings except for the 
following two situations: 

 (1) Coordination of DoD Financial Management Regulations (FMRs).  All draft FMRs are 
received at the OIG DoD/PPMSB from the Under Secretary of Defense (Comptroller) via e-mail.  The 
subsequent tasking within the OIG DoD is also done via e-mail with the FMR chapter(s) attached.  The 
FMRs normally get limited distribution within the OIG DoD.  Similar to the memorandum tasking, the 
tasking e-mail will contain the necessary instructions to provide a response. 

 (2) Short-Turnaround and/or Request for Review Received Electronically.  When extreme 
time constraints are imposed on the OIG DoD to review a DoD issuance and/or the request is received 
electronically, the request for comments may be requested via e-mail to OIG components similar to the 
FMR procedures above. 

 d. DoD Issuance Response Formats and Types 

 (1) The OIG Component Head can respond to the PPMSB via e-mail and/or via 
memorandum.  If an OIG component response is forwarded via a memorandum, an electronic copy of the 
response also should be provided to the PPMSB action officer via e-mail. 

 (2) One of three DoD issuance review responses is to be provided by the OIG Component 
Head to the PPMSB, ASD, ALSD, OA&IM, in accordance with reference b as follows: 

 (a) Concur:  A concur indicates that the reviewing OIG component has no comments 
to the issuance and accepts the issuance "as is." 
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 (b) Concur with Comment.  Means that while the OIG component concurs with the 
overall issuance, comments are provided to improve or clarify the issuance.  Specific wording/ 
replacement wording or comments must be provided to the PPMSB.  It should be noted that a concur 
with comment response does not mean that the DoD Issuance Component/OPR will accept the comments.  
In most cases they are accepted.  If the OIG Component believes that its comments are absolutely 
necessary, then a nonconcur may be appropriate. 

 (c) Nonconcur.  A nonconcur response means that the DoD issuance is unacceptable to 
the reviewing OIG component and unless changed, the issuance will be in error or significantly faulty.  
Specific wording or comments must be provided to the PPMSB for all nonconcur responses to bring the 
issuance into a concur status. 

 e. Once all responses are received by the PPMSB, the PPMSB action officer will review the 
comments, if any, and prepare them for review and approval by the Inspector General or designee.  
Before sending the comments to the Inspector General for approval, the PPMSB will provide the 
applicable OIG Component Head(s) the draft response for final review and comment.  Normally one day 
is given for OIG Component Head final review. 

 f. Once the Inspector General or designee approves the coordination response, the 
applicable coordination document is provided to the DoD OPR, the PPMSB DoD Issuance Data Base is 
updated, and the case file is closed and filed. 

2. Procedures When the OIG DoD is the Proponent/OPR for a DoD Issuance 

 a. The following procedures address PPMSB's involvement in the processing of DoD issuances 
for which the OIG DoD is the proponent/OPR for the DoD.  The following procedures do not address all 
of the procedures necessary in processing and coordinating a DoD issuance by the OIG component.  Such 
specific procedures are found in reference b.  The PPMSB is involved at the beginning and at the end of 
the process at which times interaction with the Inspector General and the DoD Directives and Records 
Division (DDRD), WHS, is required.  The PPMSB, however, is available to assist OIG component action 
officers at any time during the process. 

 b. When it is decided that a DoD issuance, for which the OIG DoD is the proponent/OPR, must 
be issued, reissued, changed, or cancelled, the OIG component action officer must first coordinate the 
issuance internally within the OIG DoD.  While the OIG Component action officer decides who within 
the OIG DoD should receive the draft issuance for review, in all cases the ODGC, OIG, shall be provided 
the draft issuance for review.  The IG Form 5025.1-3 may be used for internal coordination of the DoD 
issuance.   After the internal coordination is complete, and the issuance is ready for external DoD 
coordination, the following procedures that involve the PPMSB shall be followed: 

 (1) The OIG component action officer shall prepare a SD Form 106, "DoD Directives 
System Coordination Record" (see Figure 2).  The SD Form 106 is the standard DoD form used to 
coordinate a new, reissuance,  change, or cancellation of a DoD issuance.  Procedures on how to complete 
the SD Form 106 are contained in reference b.  The Inspector General (or his designee) will sign the SD 
Form 106 to commence the official DoD coordination process. 

 (2) When the SD Form 106 is ready for signature, it, along with a copy of the draft DoD 
issuance and results of internal OIG coordination shall be forwarded to the PPMSB.  The PPMSB will 
review the SD Form 106 for accuracy and subsequently forward the SD Form 106 package to the 
Inspector General for approval and signature. 
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 (3) Once the Inspector General signs the SD Form 106, the PPMSB will make a copy of the 
documents and return the original SD Form 106 package to the OIG component action officer to initiate 
the external DoD coordination process.  Although not officially required, it is suggested that the OIG 
component action officer include with the SD Form 106 and draft issuance a short cover memorandum 
addressed to SD Form 106 DoD recipients requesting point-of-contact information.  This type of 
information will assist the OIG component action officer in managing the DoD coordination process 
concerning the status of a DoD component's review.  A sample SD Form 106 cover memorandum is 
provided at Figure 3. 

 (4) When the OIG component action officer has received all comments from the requested 
DoD components and all outstanding issues have been resolved, the OIG component action officer will 
forward a memorandum to the Director, OA&IM, signed by the OIG Component Head summarizing the 
coordination efforts including reasons why any significant comments were not incorporated into the DoD 
issuance.  The memorandum will include the following attachments: 

(a) A brief summary of the major changes to the issuances, 

(b) The original copies of all comments and/or SD Form 106s, 

(c) An electronic and hard copy of the DoD issuance; and 

(d) A list of the DoD coordinating officials in the format prescribed in reference b. 

 (5) The PPMSB will review the package for accuracy and forward the package to the DDRD 
WHS for their review and pre-approval.  The package sent to the DDRD WHS also will include a PPMSB 
prepared draft memo from the Inspector General to Director, WHS, forwarding the package.  The DDRD 
WHS will review the package and prepare the issuance for posting on the DoD Publications web site.  If 
the WHS DDRD requires additional information or corrections, the package will be returned to the OIG 
component via the PPMSB and then resubmitted to the DDRD WHS by the PPMSB.  Once the DDRD 
WHS has approved the draft package, it will return the package to the PPMSB action officer for 
approval/signature by the Inspector General.  The Inspector General may sign DoD Instructions.  The 
Secretary or Deputy Secretary of Defense signs DoD Directives and thus the Inspector General would 
sign a memorandum forwarding the directive package to the Secretary or Deputy Secretary of Defense via 
DDRD WHS. 

 (6) When the Inspector General approves the package, the originals will be returned to the 
WHS and copies will be provided to the OIG component action officer and for the PPMSB file. 
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November 2, 2002 
OA&IM 
 
MEMORANDUM FOR ASSISTANT INSPECTOR GENERAL FOR AUDITING 

ASSISTANT INSPECTOR GENERAL FOR INTELLIGENCE 
ASSISTANT INSPECTOR GENERAL FOR INVESTIGATIONS 

 
SUBJECT:  DoD Voting Action Plan 
 
 
 The Inspector General was requested to recoordinate on the subject Plan. 
 

The subject plan administers the provisions of DoD Directive 1004, “Federal Voting Assistance 
Program,” September 4, 1996, and disseminates information and voting guidance for military members 
and their families and U.S. citizens residing outside the United States. 

 
On page 8, paragraph 6 of the plan, it states that “Inspectors General shall review command 

voting assistance programs and plans, . . .” but we assume that refers to Military IGs. 
 

To prepare a consolidated Inspector General response, request you review the attached and 
respond by indicating whether you concur, concur with comment or nonconcur with it as written.  An 
annotation of “noted” is not considered responsive.  Concurrence with comment or nonconcurrence 
responses require written rationale to support your position and should be keyed to specific paragraphs to 
include specific recommended wording when additions or changes to the text are needed.  All responses 
must be forwarded and approved at the AIG, DAIG, or OIG Director level.  When a nonconcur is 
forwarded by memorandum, please e-mail a copy of the nonconcur and rationale to the OA&IM action 
officer.  Editorial comments are not solicited.  Concur and concur with comment responses should be 
made by e-mail.  If the above procedures are not adhered to, the response will not be accepted and will 
be returned. 
 

Request your input by November 12, 2001.  The point of contact for this action is Mr. Doug 
Saunders, 604-9777. 
 
 
 

Joseph E. Caucci 
Chief 

Administrative Services Division 
Attachment 
 
DIR-DI 
DIR-HRD 
ODGC(OIG) 
 

 

Figure 1.  Sample ASD-ALSD-A&IM tasking memorandum 
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Figure 2.  SD Form 106, "DoD Directives System Coordination Record" (Front) 
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Figure 2.  SD Form 106, "DoD Directives System Coordination Record" (Front) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Figure 2.  SD Form 106, "DoD Directives System Coordination Record" (Back) 
 

 
 

Figure 2.  SD Form 106, "DoD Directives System Coordination Record" (Back) 
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MEMORANDUM FOR SD FORM 106 ADDRESSEES 
 
SUBJECT:  Reissuance of DoD Instruction 5505.3, “Initiation of Investigations by Military Criminal 

Investigative Organizations” - SD 106 Coordination 
 
 
 Please provide the name, phone number, fax number, and email address of the action officer 
assigned to work the subject/attached DoD Instruction.  Request the information be e-mailed to 
joyceauditor@dodig.osd.mil. 
 
 
 The attached SD 106 should be coordinated at the proper level, dated, and returned to Ms. Joyce 
Auditor, OIG DoD-AUD, 400 Army Navy Drive, Suite 800, Arlington, VA. 22202, no later than 
September 14, 2002.  Ms. Auditor can be reached at 703-604-XXXX. 
 
 
 
Attachments 
 
 
 

 

 

 

 

 

 

 

 

 

 

 

Figure 3.  Sample Memorandum Accompanying SD Form 106 to  
Request DoD Coordination Action Officer Information 


